Section 13

PROPERTY AND EQUIPMENT

FORM DESCRIPTION FORM NO.
Request for Use Of FACHIITIES...........ocoiiiiiiiicicee e 13-01
Use of FacilitiesS QUESTIONNAITE ..........cccuieiiiiieeirie sttt et re e be e eba e re e 13-02
Use of Facilities Expense Reimbursement SUMMArY ..........cocoovvieieieneneneneseseeeeeen, 13-03
Agreement for the Use Of FaCIHIIES .........cccveiiiiiiiee s 13-04
Family Life Center ResServation REQUEST.........ccveiiiiriiiieiiseeieeee e 13-05
ROOM SEt-UP REQUEST......ceiiiiiiiiiie ittt e e 13-06
FaCIlitieS WOIK REQUEST ........coueiiieieieiee ittt 13-07
Maintenance/Custodial WOrK OFer ..ot 13-08
Facilities Daily WOIKSNEEL...........coiiiiiiieeee e 13-09
WOrK Order REGUESE LOG .......cviivieiieeieiieiie ettt ettt saa e s reeaeaneesne s 13-10
Repairs and MaintenanCe LiST..........ccooiiiiiiiiiiieiere e 13-11
Custodial Daily WOork ChecCKIiSt...........ccciveiiiieiree e 13-12
Restroom Cleaning ChecCKIiSt ..o 13-13
Housekeeping Needs ProOJECHIONS. ........cccouiiiiieeie ettt 13-14
Planned Maintenance Monthly ACtion REPOIT .........cccooiiiiiiiiiiiece e 13-15
Planned Maintenance REQUEST ............ccieiiiieie e 13-16
Planned Maintenance Monthly ROUNGS............cooiiiiiiiiiiiee e 13-17
Annual Maintenance SChEdUIE ..o e 13-18
Preventive Maintenance Projected Annual Schedule ..., 13-19
Preventive Maintenance Quarterly Schedule by DULIES ..........ccccvveiieiiiieiiccecc e, 13-20
Preventive Maintenance Interior InSPection REPOI ..........cccooviiiiiiiieni i 13-21
Preventive Maintenance Exterior Inspection RepOrt...........ccccvvveeiieie e cce e, 13-22
Preventive Maintenance Program - Quality Control ReVIEW ...........cccccvvvevivevvsieieennnnn, 13-23
Preventive Maintenance Program - Equipment Inventory and Information.................... 13-24
Maintenance and Tuning Schedule - Piano and Organ.............ccoceveieninencnencseeeen, 13-25
Energy Savings CheCKIISt ..........ccouiiiiiiic et 13-26
HVAC Thermostat SEIINGS ......cvevveieiiiiiiseeieie e 13-27
Fire Prevention and Equipment Inspection REPOI...........ccccvevieiieiicic e 13-28
Fire AlQrm TESTING LOG .....ooueeeeieieieiie sttt 13-29
FIre AlQrm SEIVICE LOJ ...cuviivieiieie ettt sttt s ste e ens 13-30
Fire AlQrm ACHVITY LOG . ..coveiiiiieiieieiiesiesies et 13-31
Daily Report for SECUNtY GUAITS .......ccveeiiieiiieiiie sttt 13-32
SECUNTEY SNITELOG . ..cveieiitieiieiee e bbbt 13-33
Unsecured or Unlocked DOOr REPOI .........ooiieiiiiiiecie et 13-34
VISTTOIS REGISTET ...ttt bbbttt bbbttt nes 13-35
KeY CheCK OUL/IN LOG .. .cuiiiiieiieciee ettt st e e nree s 13-36
Record of Master Key DiStrDULION..........c.ciiiiiiiie e 13-37

Section 13 Summary


file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ01.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ02.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ03.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ04.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ05.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ06.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ07.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ08.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ09.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ10.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ11.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ12.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ13.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ14.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ15.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ16.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ17.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ18.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ19.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ20.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ21.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ22.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ23.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ24.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ25.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ26.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ27.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ28.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ29.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ30.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ31.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ32.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ33.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ34.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ35.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ36.xlsx
file:///C:/Program%20Files%20(x86)/Frieze%20Consulting/Frieze%20Resource%20Library-2.1/AFM/PREQ37.xlsx

Section 13 - PROPERTY AND EQUIPMENT (Continued)

FORM DESCRIPTION FORM NO.
Record of Miscellaneous Key Distribution............cccccvovviievecis e 13-38
Telephone SyStemM SEALIONS .........ccueiiiiiiiiie s 13-39
Telephone Bomb Threat QUESLIONNAITE ..........ccveiiieieiieie e 13-40
Workplace Safety ASSIgNMENt SNEEL..........ccooiiiiiie e 13-41
Accident INVestigation REPOI ..........ccviiieiieiiiiece e 13-42
Accident Investigation Report - Witness Statements..........ccocvvvviiiiienenincncscseeee, 13-43
Record of Safety MEELING .......coviieieee e 13-44
Request to Use Ministry Owned Furniture/EqQUIPMENt ...........covvieiiienenenineseeeeee, 13-45
Office EQUIPMENT INSTIUCTIONS ........ecviiieciecie e 13-46
Physical Inventory Count SNEET..........ccoiiiiiiiieee s 13-47
LA 2T a1 (0] AN I Vo PP UPRPPRPI 13-48
THermOStat LOCALIONS. ........ciieiiiieiieeie ettt eneesreenaeaneenee s 13-49
EIECTIICAl PANEI ... et 13-50
Sunday School Equipment Physical INVENTOIY ...........ccocoiiiiiiiiiicie e 13-51
ReqUESE FOr VENICIE USE .....c.veeiece ettt 13-52
Vehicle Driver APPHCATION.........couiiieiiieseeee s 13-53
Application for Inclusion on Approved Drivers LiSt........cccccoveiieiiciciieese e 13-54
Approved Ministry Vehicle Drivers LISt ..o 13-55
Vehicle Review Before Driving REPOI...........ccooiieiiiieiieece e 13-56
Pre-Trip INSPECTION REPOIT ....c..viiiiiieieieiee e 13-57
VENICIE REPAIT REPOI.......ocvieiiiiecie et reeae e sre s 13-58
Weekly VEhiCle CheCKIiST..........oiiiiiie e 13-59
Vehicle ACCIAENt REPOM ........c.viiieie et 13-60
TOWING NOTICE ..ottt bbb 13-61
Vehicle Registration for Parking Permit.............ccccocviviiiiiiiccecce e 13-62
PArKING NOTICE ...ttt ettt 13-63
Organization and SPace NEEAS ........ccuecieiieiiiie e 13-64
Building Program ProCEAUIES .........ccciiiiiiiiiieieie et 13-65
Contractors SigN-IN SHEEL..........cocii i 13-66
New Construction Warranty REPAIT...........ccoviiiiiieiineie e 13-67
Finishing and Furnishings SChedule .............coovoeiiiii e 13-68
Building Usage and FUNCEION ANAIYSIS.........cciiiiiiiiiiie i 13-69
ANalysis OF LeaSEd PIEMISES .......cciveeiiiieiieeie sttt re e sne s 13-70
FaCIIILY USE ANAIYSIS ...ttt bbb 13-71
SErVICE BIllING LOQ ...ciiiiiiiiie ettt 13-72
Summary of Historical Energy Consumption COSES.........ccocuuiririerierieneieneseseseeeees 13-73
Community Service Volunteer Information FOrmM...........cccoovviiiiiiiiiiciec e, 13-74
Community Service Daily Time LOG.....c.cuuiuiiaieiiiieie e 13-75

SECOND EDITION ADDITIONS:
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FORM DESCRIPTION FORM NO.
Vehicle Maintenance RECOIM.........cuoiiiieiieece e 13-76
Driver INformation CONSENT.........coviiiiiiiieieee e 13-77
Vehicle Safety and SUMVIVAl Kit ........c.oooiiiii e 13-78
Certificate Of INSUrANCE REQUEST.........ccveieeie e 13-79
Request for Criminal/Motor Vehicle Records CheckK...........c.ccovvviniiniininciiiieeenes 13-80
o [UTT o LT g 1A @ U 1 oo TSRS 13-81
Operations of Vehicle REQUIFEMENTS ........coviiiiiieieie e 13-82
AUL0 Safety CertifiCation ...........ccoiiiiiiiieiice e 13-83
ROOM Cleanup ChECKIISE ..........ciiiee e 13-84
Primary BUuilding STAtISTICS ........ecoveiiiiiiiesiess e 13-85
Kidnapping/Hostage CheCKIiSt ..o 13-86
EVacuation FIOOT PIAN.........ccooiiiiiiiece e 13-87
Medical EMErgenCy REPOIT .........ooiiiiiiiiiieeieee e 13-88
(@314 a [T T o Lo o OSSOSO 13-89

IMPORTANT NOTICE TO PURCHASER OF RESOURCE

This resource has been prepared solely for illustrative purposes. The sample forms in this
manual are not intended to be a final product. They are instead a template for you and your
professional advisors to use in developing your own customized forms. Every ministry is
different. Therefore, its forms and documentation must reflect those differences and
specifically address needs that are unique to your organization. The material in this manual
can serve as a good starting point in developing needed forms, or in reviewing and updating
existing ones. The resource is not intended to be all-inclusive with regard to laws and
regulations and under no circumstances should it be relied upon for that purpose.
Furthermore, because laws and regulations do frequently change and vary from one state to
another, some materials in this resource may be outdated or not applicable. The services of
competent accounting, legal, or other professional advisors should always be sought to
review initial drafts and all final documents, prior to implementation, regarding those
specific applications of professional standards, laws, and regulations that directly relate to
your ministry.
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